Instructions for Submitting Travel Vouchers U.S. Department of Labor
(For reimbursement of travel and related expenses Employment Standards Administration
under the Federal Employees’ Compensation Act) Office of Workers™ Cmpensation Programs

Note:  Any item not in conformity with the following instructions and not legible will be deducted from the voucher. Both forms
SF-1012 and SF-1012a MUST be submitted with a valid case file number.

1.

9.

Claim for necessary and reasonable expense incident to travel authorized in accordance with provisions of the Federal Employees
Compensation Act may be submitted for consideration on Voucher Forms SF-1012 and SF-1012a. Travel must be by shortest
route and, if practicable, by public conveyance (streetcar, bus, boat, or train).

The Office will promptly reimburse all bills received on the approved form and submitted in a timely manner. However, no bill
will be paid for expenses incurred if the bill is submitted more than one year beyond the calendar year in which the expense was
incurred or the service or supply was provided, or more than one year beyond the calendar year in which the claim was first
accepted as compensable by the Office, whichever is later (per CFR §10.413).

Payment will be made for taxicab fare or the hire of special conveyance where streetcars, buses, or other public and regular means
of transportation are not available, except where these cannot be used because of the injured employee’s disability. If claim is
made for payment of expenses for taxicabs or hire of special conveyances, a full explanation must be made showing the necessity
thereof.

Reimbursement for transportation by automobile owned by an employee or a member of his/her immediate family or another
Government employee, may be claimed when no public conveyance is available or where the physical condition of the injured
employee requires the use of special conveyance.

Mileage expenses will be reimbursed at the following rates for travel during the following periods:

January 1, 1995 to June 6, 1996 30.0 cents per mile
June 7, 1996 to September 7, 1998 31.0 cents per mile
September 8, 1998 to March 31, 1999 32.5 cents per mile
April 1, 1999 to January 13, 2000 31.0 cents per mile
January 14, 2000 to January 21, 2001 32.5 cents per mile
January 22, 2001 to January 20, 2002 34.5 cents per mile
January 21, 2002 and after 36.5 cents per mile

If mileage expense is claimed prior to January 1, 1995, contact your OWCP district office for rates.

Claim may be made for parking fees. If travel must be over a toll route, toll charges may be claimed. The voucher must show the
locations where travel began and ended, mode of travel, and name of the transportation company (if by public conveyance). List
each item of expense separately, showing the date incurred, place, and cost of the travel.

Therewill be no reimbursement for meals or lodging when travel isfor lessthan 12 hoursin total. If the authorized travel was
for longer than 12 hours, and a claim for meals or lodging is made, the dates and hours must be shown on the voucher. The
necessity for lodging must be explained in detail. All charges must be reasonable, and will be reimbursed at the per diem rate for
the locality of travel.

Any stopover or delay en route should be carefully explained. If several trips are covered by the same voucher, list each
separately, indicate the purpose of each trip, and secure the approval of the attending physician, certifying that the dates are
correct according to his/her records.

Original itemized receipts made out in factor of the person making payment, signed in ink or indelible pencil by the person
receiving payment must be furnished for all items in excess of $75.00.

After a voucher SF-1012 has been completed, it must be signed in ink or indelible pencil in the space provided for the payee.

10. The travel voucher should not be submitted if there is no expense claimed.

INSTRUCTION CA-77
Revised January 2002
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